
DEPARTMENT OF GENERAL SERVICES Schedule No. ^ 25^7"^" 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE P a g e \ o f \ 

Agency Division/Unit 
Washington County Construction 

Item No Description Retention 

1 Field office files 
-contains but not limited to: accident reports, alarm status 
system, agreements, change orders - Copies 

Daily reminder books: date book listing hours worked by date, 
personal notes, notes pertaining to construction projects 

Lietz Books: bound books containing handwritten notes 
pertaining to SD contracts, shows angles, degrees, averages, 
horizontal angles, describes steps that are completed by project 

Retain for life of project, then 
destroy. 

Retain for life of project plus 
five (5) years, then destroy 

Retain for life of project plus 
five (5) years, then destroy. 

Approved by Department, Agency or Division Representative 

Date J i m s 2 1 , . 1 9 9 9 

Schedule Authorized by State Archivist 

D a t e SJUL 2 0 1999 

Signature 

Type Name Joni-L. Bittner 

r p . ^ County Clerk 

S i e n a t u r e ^ ^ - / ^ ' S i e n a t u r e ^ ^ - / ^ ' 



20. TELEPHONE NUMBER 





CONSTRUCTION 
BOX # 9 

Field Office Files Por-tHM-l 20r 
Accident Reports 
Alarm Status System 
Vericom Telemetry Equipment 
Agreements 
Agreement (Property Owner/Hetzer) 
Covcrn Avorwe "0" Release Form 
Concrete Soils Lab. Information 
Change Orders (1-10) 
Change Orders c & P Cable Location 
Change Order-Covegn—Avenue "0" 
Complaints 
Concrete Test Reports 
Conference Notes 
Confirmation Telephone Conversation 
Connection Permit 
Correspondence In/Out 
Construction Trailer Information 
Cut Sheets 
D.O.E. Sediment Erosion Inspection 
Proposed Pump Station 
Employee Vacation & Education Request 
Employee Assigned Equipment 
Engineering Agreement 
Fax Machine Forms & Information 
Field Work Orders 
Field Office Trailer 
Field Investigation Report 
Grinder Pump Information 
Grinder Pump Inspection Reports 
Hydrostatic Test Reports 
Service Lateral Borings 
Lease Field Office 
Memorandums 
Manhole Vacuum Test Machine 
Monthly Progress Reports 
Monthly Working Files 
National Park Service Extension 
Notice to Proceed 
Nuclear Density Guage 



CONSTRUCTION 
BOX #10 

Field Office Files rnr nm 1 -fi lCon*1-),t 
MBE Requirements from Hetzer 
Original Forms 
Original Resumes 
Original Service Location Sheets 
Paid Estimates 
Paper Copier Proposals 
Permits 
Pre-Construction Meeting 
Plan of Operation 
Property Owners Release 
Proctor Results 
Project Schedules 
Progress Charts 
Shax-psbmsj Pump Station- Site Acquisition 
Ska*?pstett«ĝ -affip=sfea£io» Progress Chart 
Reference Sheets 
ST*K Pump Station Agreements 
Service customer Listings 
Subcontractors 
Swartz Proposed Service 
Telephone Hardware Proposal 
Trailer Rent Agreement - C. W. Hetzer 
Transmittals PSC & Hetzer 
Transmittals In/Out 
Insurance & Credit Union Forms 
Weekly Mileage Reports 1990 
Water Standards 
Equipment 

Field Office Files ̂ Por CD4 1 SCPc- ̂  
Bid Tabulation 
Budget 
Complaints 
Correspondence Out 
Lease Agreement 
Memorandums 
Original Forms 
original Resumes 
Permits 
Proctor Curve 
Public Information Meeting 
In-House Transmittals 
Transmittals In 
Trans. Stor. & Use of Explosive Materials 
Weekly Time cards 
Weekly Mileage Charts 
Sewer Service site Sheets 
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